I DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

Schedule No. & > 7[

RECORDS RETENTION AND DISPOSAL SCHEDULE ‘| Page” 1 of 2
Agency Kent County Division/Unit ~ State’s Attorney Office
Item
No Description Retention

Circuit Court - Criminal Cases

1 Docket folder, correspondence, motion for appearance, Retain for 50 years, then

rights, etc.

Circuit Court

charging document, motion to amend charging document, destroy.
criminal investigation report, supplement report, application
for statement of charges, arrest warrant, trial or hearing
notice, photos, MD uniform complaint citation, advice of

2 Order of court, petition, testimony, court certification, 'Retain for 10 years, then destroy

certification of records, petition for support, application for
assistance, copies of code, correspondence, etc.

District Court Motor Vehicle Files (includes DNR)

3 Files consist of charge documents, officer case load, notice | Retain for 7 years, then destroy

of probationer, etc.

of Nolle Prosequi, complaint/citation, results of chemical
tests, officers report, motion for appearance, notice to enter
appearance, notice to enter appearance, notice of trial date,
notice for modification of sentence, show cause order,
petition/order for early termination of probation and discharge

Approved by Department, Agency, or Division Representative.

Date June 1, 1998

Signature M .> /é/ MM

Type Name __Charles D. MacLeod

Title County Administrator

Schedule Authorized by State Archivist.

Date JUN 41998

Signaturﬂ"‘."'_‘[ c. / W/

DGS 550-1 (Rev. 10/92)-




DEPARTMENT OF GENERAL SERVICES Schedule No. C =2
RECORDS MANAGEMENT DIVISION 7/

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 2 of 2
(Continuation Sheet)

Item
No. Description : , Retention
Juvenile Files
4 Files consist of handwritten notes, summons and notice, | Retain for 10 years, then
juvenile petition, referrals, ex parte documents, criminal destroy.
investigation report, correspondence, order to enter
appearance, etc.
Monthly office expenses
5 File consists of requests for payment, purchase orders, Retain for 3 years and until all
invoices, correspondence, handwritten notes, County audit requirements have been
Commissioner’s payment form, appropriation status & fulfilled, then destroy.

history reports, travel expense vouchers, time sheets, copies
of checks from various Maryland State agencies, bank
balance sheets, etc.

Miscellaneous Correspondence Files
6 Telephone directories, index cards, listing name, action | Retain for 7 years, then destroy.
taken and date of action taken, newsletters, correspondence
from various Maryland State Agencies, bulletins,
correspondence from County Commissioner’s to Maryland
State Agencies, reimbursement programs application
programs, handwritten notes, form 218 notification of
dependency & request for report of action, various blank
forms, studies, community work programs, court statistics,
minutes, rules, grand petit jury list, grand jury reports, laws,
subpoenas, memos, reports of pending cases, investigations,
etc.

DGS 550-1A (Rev. 10/92)




_ INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
" REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (DGS 550-1) 7275 WATERLOG ROAD

% P.O. BOX 275 - JESSUP. MARYLAND 20794 Page Z—'S" of
|
1. DEPARTMENTIAGENCY _2. DIVISION \5//9'/;‘5 3. UNIT
- . - - ’, / . L.
/°,{ M Ce- AT doeis

DEFINITION - Recorcl}\Se;los - ﬁ group gf related records normally filed and used/as a unit for refarence as well as retention and disposiion purposes.

| X

4. RECORD SERIES TITLE = Mfsﬁ_ C ﬂ’W/W/?L— 5. EARLIEST YEAR / LATETEST YEAR
CAs5es ' ~ o Vv va //["?’7[

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Serigs. Include i‘he purpose or function of thi‘s.qr:éf) R _
pPocKe7 /%;74@/3 CoTESPRASHDE ) WISTo % fo r—)
e oce, CHH g L Clrszren T fO7T0 o0

L4 SR TN o ATy e N S “
To fPtiewa CHIRpn g Dcusares ). CAIIIRL

HIFICETION for STRR ey oF - CAfiges, Praess

LI

W»ﬁ;@@/a/fjf' RIS, or= /A2ty LT T8 (pvers)

7. RECORD RIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOL4V|E
- a file Drawer(s)

Letter Size O Microfilm D/A’ph{al W/OKG 0 Mcrofilm Reet (s)
D D T e T3 ..
) / X %puler ace (g i
-0 Legal Size a Computer izce ﬂﬁﬂ@ é lh§r (Specify) )

| S BX
o Bound Baok O Floppy Disk o Chronological Number ,):é?‘\'ﬁ
Q Audio Tape 0 Video Tape O Ceographical 10. ANNUAL ACCUMULATION

a File Drawer (s)

O Microfilm Reel {s)
O Computer Tape(s)
0 Other {Speciy)

a Other (Specify) O Cther {Speciiy)

Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER ‘
a Daily a  Weekly a  Monthly . o Month(s) o Year(s)
Number
13. CURRENT LOCAfi(;N(S) (Bidg., Floor, Room) 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

%%’/ﬂ/ﬁée O Yes i o No

15. ACCESS RESTRICTIONS (If yes. cite law(s) & reguiation(s) 16. AUDIT REQUIREMENTS

g Yes a No o None o State O Federal 0 Independent

17. IS AN INDEX SYSTEM USED? {if yes, expiain bnefly and 18. RECOMMENDED RETENTION M/ /;;» 5 D/V 5
describe any hardware/software) ,W” e /
O VYes Blo/ 72‘(:;) .D 657’—_ /o %

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

MBK 3 /785

0GS §50-4 (Revised 1/93)
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
"REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD . ;”
% P.O. BOX 275 - JESSUP. MARYLAND 20794 Page ,7-— of
1. DEPARTMENT/AGENCY - 2. DIVISION ()//‘.9‘;-5 3. UNIT
9 i e A .
J{ch‘/ ~ Vi J7oels

DEFINITION - Records Serles - A group of related records normally filed and used”as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE T) }%CTMP;]?_ c ﬁ’”f/K)%L 5. EARLIEST YEAR / LATETEST YEAR
CASES (/) etes DVR, C A< 7

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documents/forms !oundme Serigs. Include the purpose or functicn of the Series) _
RPperr Freces, GOy L Clrmrens]) frss o
To ftrewsl Cf//?/%//zzy _Dcipirrendty CAIAIK L
//V/w///// 7 /%0 2/7) 5“?%D/e Zen/ /?OZJ/““T

3

HIPICATION for Stifespeny of  Cifhpees,) Praess
P

VO K@/J/‘"/T JTEJ5L, por= A2 ity A 27T g e (prer)

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
/ O Fie Drawer(s)
Lelter Size a Microfim DAbhabejcal ,/7/" O Microfilm Reel (s}
/ W p.x O Computer Tace (5, s,
-0 Legal Size a Computer Tece lﬁ‘@y é .Eﬁﬁe}r (Specify) ; :
| R iy B
Q0 Bound Book O Floppy Disk o Chionologcal Number ,Céeﬁ
7 v
a Audio Tape G Video Tape a Geographical 10. ANNUAL ACCUMULATION
a File Drawer (s)
Q Other (Specify) a Cther (Speciiy} G Microfilm Reel (s}
A/. o Compuler Tape(s)
0%6 i g Z jﬂg . a Other (Specily)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily O Weekly QO Monthly a  Month{s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

M) Q Yes o No

15. ACCESS RESTRICTIONS (If yes. cite faw(s) & reguiation(s} 16. AUDIT REQUIREMENTS

a Yes 2 No g None a  State g Federal g [ndependent

17. 1S AN INDEX SYSTEM USED? (If yes, expiain brefly and 18. RECOMMENDED RETENTION

describe any hardware/software) - , / :.
: 0 i Cremenal Coser FAEY 250
O Yes G?‘lo/ / (JM : g ?

/ i Fonal

o — [/
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

AL 3, /7P

DGS 550-4 {Revised 1/93)
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INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED,RECQRD SERIES. FORWARD WITH RECORDS RETENTION
CHEDULE (DGS 550-1)

.

1. DEPARTMENT/AGENCY

KENT Coa /UT)/

DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
RECORDS MANAGEMENT DIVISION ' e
7275 WATERLOO ROAD .25
P.O. BOX 275 - JESSUP. MARYLAND 20794 Page % of
_—_-_——_——_—_————1
2. DIVISION 3. UNIT

SIBTES ATIDENEY

DEFINITION - Records Serles - A group of related records normally filed and used as a unit for referance as well as retention and disposition purposes.

4.

RECORD SERIES TITLE

LiUIT CoulT AlimplaL CAES - 0

5. EARLIEST YEAR / LATETEST YEAR

8. RECORD SERIES DESCRIPTION ( Briefly describe the' types of information/documentsfforms found in the Series. Include the purpose of function of the Series)
JHE COMSITS OF ! Cmasiné Laeum &7, Mo77o 1S , ERETS | ZMVESTIEATION'S,
HEnCING ponacs | CORL. T2 ATIORNEY.OF Lecold [ Dis/Psimions

RECORD SERIES FORMAT(S)

O Letter Size 0 Microfilm

M Legal Size O Computer Tape
0O Bound Book O Floppy Disk

O Audio Tape 0 Video Tape

Q Other (Specify)

8. RECORD SERIES SEQUENCE 9. VOLUME
) a File Drawer(s)
0O Alphabetical o Microfilm Reel (s)
) O Computer Tape (s) .
!Z/Numerical & Other (Specnfy)@dﬂ{ee S,
0 Chronological Number

[n]

File Drawer (s)
Microfilm Reel (s)

T Other (Specify) o
O Computer Tape(s)
a

Other (Specify)
QASE NOS. -
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
0 Daily a  Weekiy a  Monthly O Month(s) g Year(s)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

ATT1C.

o Yes O No

15. ACCESS RESTRICTIONS (If yes, cite law(s) & reguiation(s) 16. AUD|T REQUIREMENTS
JYes a No 0O None a State O Federai o Independent
17. IS AN INDEX SYSTEM USED? (If yes, expiain briefly and 18. RECOMMENDED RETENTION R&j}f F74
describe any hardware/software) j
0 years —HAea Mmf\
O Yes B/No )/ .
19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21. DATE

DGS 550-4 {Revised 1/93)




INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REYISER. RECQRD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

1. DEPARTMENT/AGENCY

KENT CouNTY

]

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP. MARYLAND 20794 Page of
2. DIVISION 3. UNIT
STATE 'S ATTORNE Y

DEFINITION - Records Serles - A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

QROWIT COURT ERIMINAL 0ASES

471 1083

5. EARLIEST YEAR | LATETEST YEAR

HEPIAG NOTRES | Coek.

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series include the purpose or function of the Series)

FILE (oNSESTS OF i Quidésin G Dacumé N7

/

movra S, KERDETS, TW/ESDIGATIONS,
7D ATTY, OF fCoPD /D/'Sﬁbsﬁ?‘afs

. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
_ O File Drawer(s)
QO Letter Size a Microfim O Alphabetical g Microfilm Reel (s)
O Cemputer Tape (s)
. 4
D/Legal Size O Computer Tape }ﬁ\lumetical Cp5E I{ oS, D/O:]hef (Specily) ELLLL___.' 6
ChBiNETS
0 Bound Book 0O Floppy Disk G Chronological Number
O Audio Tape O Video Tape a Geographical 10. ANNUAL ACCUMULATION
QO File Orawer (s)
O Other (Specify) O Other (Speciiy) O Microfilm Reel (s)
O Computer Tape(s)
O Other {Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily G Weekly a  Monthly g Month(s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
N . .
: . ol a O No
Armie i FILiNG CApi DTS ves
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s} 16. AUDIT REQUIREMENTS
/Yes a No O None o State O Federal O Independent

17. IS AN INDEX SYSTEM USED? (If yes, expiain briefly and 18. RECOMMENDED RETENTION
describe any hardware/software)
X —Hn
O Yes D/ No J O W M W
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER

21, DATE

DGS 550-4 (Revised 1/93)




INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED'RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDBLEDGY '530-1)

4

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page _Zé

of

1. DEPARTMENT/AGENCY 2 DIVISIONA

Kewr (o STiles ST Y

3. UNIT

waell as retention and disposition purposes.

DEFINITION - Records Series - A group of related records normally filed and used as a unit for referbnce as

Mzﬁ IR/ ] |

4. RECORD SERIES TITLE

S s o =

5. EARLIEST YEAR / LATETEST YEAR

/502 fETT

7 .
6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documentsiforms found in the Series. Include

A?/‘d'/@ ' =

EJc.

the purpose or funclicn of the Series)

Q‘\%///’;' ‘/&7/’775/0/ //é’:‘:ﬁ/—m/v % Cpr 77
CEr T eTim CerTofy caiiom ofF Jocrrab;
LH———_ > /. . T N

e/ 11)on ’67 — S 1 %}/‘&&//wy Vi

s ST E ] Lopy<s of= Lode ; Lo laaprmilres:

OGS 550-4 {Revised 1/93)

7. RECORD SER FORMAT(S) 8. RECORD SERIES SEQUENCE 8. VOLUME
u/ O File Orawer(s)
etter Size . o Microfilm O Alphabeticat a Microfiim Reel (s)
: 0O Compyter Tace (s) s .
O Legal Size a Computer Tace Umencal , i Ther (Specify) *.M.
/&
O Bound Book O Floppy Disk O Chronological Number fﬁ:"; 5T
T Audio Tape O Video Tace T Geographical 10. ANNUAL ACCUMULATION
. QO File Drawer (s)
O Other (Speciy) o Other (Speciiy) O Microfilm Reel (s)
O Computer Taoe(s)
F L O Other (Speciy)
=
/% Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly 3 Monthly o Month(s) O Year(s)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
% O Yes O No
15. ACCESS RESTRICTIONS {If yes. cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
a Yes o No a  None 0 State 3 Federal O Independent
17. 1S AN INDEX SYSTEM USED? (if yes, exoiain onefly and 18. RECOMMENDED RETENTION gd}?j” ﬁ/\
describe any hardware/software) M : /
a Yes s/lo / y[ E
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE .
It T
4




REVISED RECORD SERIES.

SCHED®LE(DGS 5%0-1) ,

INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW

FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

— — ———.-

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT -
# TN '\ - e h ?
BaZ Co ..o |ST@Es f7moen) oy o 5D

-"z."\\ -

well as retention and disponmon purposes.

DEFINITION - Records Setles - A group of related mcords normaﬂy filed and used asa umt for laferem:e as

N r 5. EARLIEST YEAR I LQ E

; 1Y

)
T'YEAR

/@mm, y

49/2'/0 S 7L

EJc.

7z
6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of information/documents/forms !ound in the Senes

Include the purpose or functicn of the Senes)

(i, V5777780, TR prrpi
Cx:r/*/“ ém:/ﬂ C&/’Z}ﬂ/af//m) o /gayr- 5 ;
7 - e gl for

JFREEpS AL = E@D/éij =

SR

- Lo T

= -
/

N

7. RECORD SER FORMAT(S)
elter Size o

O Other (Specify)

Microfilm
0 Legal Size a Computer izce
0 Bound Book O Floppy Disk
Qa Audio Tape QO Video Tare

8. RECORD SERIES SEQUENCE
O Alphabelical
M@

0 Chionologrcal
a Geograbhicai

0 Other (Specriy}

9. VOLUME
O File Drawer(s)
O Microfim Reel (s)
Compyter Tace {s)
ner (Qp .fy)~é22¢;__
Number f’-’b‘d‘)f—

%/1/77 4ﬁ

10. ANNUAL ACCUMULATION
a File Drawer (s)
a Microfilm Reel (s)
0 Comcuter Tapa(s)
a Other (Specitfy)

Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly 3 Monthly O  Month(s) [s] Year(s)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)

a  None

/ O Yes o No
15. ACCESS RESTRICTIONS {If yes. cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes g WNo a State O Federal O Independent

oy

describe any hardware/software)

a  Yes

7. IS AN INDEX SYSTEM USED? (if yes, exoian onefly and

18. RECOMMENDED RETENTION

13. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

V7 / .

DGS 550-4 {Revised 1/93)
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INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (068/2

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOQ ROAD
P.0. BOX 275 - JESSUP. MARYLAND 20794

of

Page 7—' 7

1. DEPARTMENT/AGENCY

2. DIVISION

ST Ty

s

3. UNIT

DEFINITION - Rocords Serias - A group of relatad records normally filed and used as a unit for‘éerence as

well as retention and disposition purposes.

4. RECORD SERIES TITLE @5?’&7 Casir s/

HiJor—jetie e 770 //M:/zaézspw>

S. EARLIEST YEAR / LATETEST YEAR

/i) N5/

Crase AZ%Z -

ppres;

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documentsiforms lou

4/’ C/w?/zyc 27 = 0%ef—
e o= APLLe %]ééfgpw/,
C‘”z’f/’?//ﬁ/ 6//9//p/z) - fesi s e~ M@/f//c/fé

ST S

/445/ o /" ﬂf/é/_(,c/‘ s
W ST < T ﬁa/e/\

//m o= Tl P -

in the Series.

=, (e

Include the purpose or functicn of the Senes)

5,&'//’7/’0’&;’

7. RECORD SERIES FORMAT(S)
i Lelter Size

8/ RECORD SERIES SEQUENCE

9. VOLUME

O File Drawer(s)

4

o

o Microhim O Alphabetigal o Microfilm Reel (s)
O Computer Tace {s} .
é >
O Legal Size a Compuler Tzce umencal '?lfher (Specify M
p/
O Bound Book O Floppy Disk O Chronological Numberﬁ%[:‘f/ o &
O Audio Tape O Video Tape o Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s)
o Other (Specily) o Clher {Speciiy) O Microfim Reel (s)
' O Comguter Tape(s)
W/j . ~ ) O Other {Specify)
LA T T S Sisr &
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily g Weekly 3 Monthly o Month(s) o Year(s)
Number
13. CURRENT LOCATION(S) (B!dg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specfy agency or office)
%7/3& ! a Yes o No
15. ACCESS RESTRICTIONS (If yes. cite law{s) & requiation(s) 16. AUDIT REQUIREMENTS
a Yes o No O None o State O Federal O independent
17. IS AN INDEX SYSTEM USED? (If yes, axpiain b:ie.'"ly and 18. RECOMMENDED RETENTION ﬁmﬁ /Vﬂf‘
describe any hardware/software) - f @ e n—
: LAz P =S D,
O Yes No 7 \{W //
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

OGS 550-4 (Revised 1/93)
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INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (DGS 550-1
= L .

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOQ ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

Page 7—'7 of

1. DEPARTMENT/AGENCY

Hewl G

—

2. DIVISION

ST ey

3. UNIT

DEFINITION - Racords Serles - A group of related records normaily filed and used as a unit foréerenca as

wall as retention and disposiion purposes.

4. RECORD SERIES TITLE \D/S’///:'c;7 Cooir 7/

HeJer fer // //&/ﬁ jf’]C\) (/"’C/‘»Cé’éﬂ/()/’>

5. EARLIEST YEAR / LATETEST YEAR

/BT %’-/9?7

F/;i) éﬁA/;S)L)/ %
C‘/a../g /4[)‘ 2 \t,;v'

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of mformallonldocumen(slforms fou

y '-Z‘Z///ﬁfé?/ff &F/%er— N

/?/Dcfﬁfé /%&6 /«/ % < Jo ﬁ‘//e/\‘
HoTre =Tl D =, (e

&/w/zy

in the, Sefies. Incluce ifve. purpose or functien of lhe Scnea)

C e A

\x.‘ 3t '

gﬁ’//’f}c/&f’ ”

7. RECORD SERIES F((RMAT(S)
" Letter Size Q Microfiim

O Legal Size - 0 Compuler Tece
0 Bound Book O Floppy Disk
a Audio Tape O Video Tape

O Other (Specify)

8/ RECORD SERIES SEQUENCE

Qa Alphabetica!
V@—

Q Chronological

9. VOLUME

6{) O File Drawer(s)

O Microfilm Reel (s)

O Computer Tace (s} Ny N
?fr_lher (Specilypy = -~z

Number){l__/ “51/7&

A4

a0 Geographical

O Cther (Speciiy)

/%/‘/9'/%7/7 ///;ﬂe/

10. ANNUAL ACCUMULATION
0 File Drawer (s)
O Microfitm Reel (s)
a Comcuter Tape(s)
a Other (Speciy)

Number

11. FILE IS USED

o Daly O  Weekly 3 Monthly

12. FILE BECOMES INACTIVE AFTER

Number

o Month(s) o Year(s)

13. CURRENT LOCATION(S) (Bldg., Floor, Room)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

{If yes, specify agenéy or office)

//(‘//6%@ o e i
15. ACCESS RES{TIONS {If yes. cite faw{s) & regutation(s) 16. AUDIT REQUIREMENTS
O Yes a No o None o State O Federal G Independent

17. IS AN INDEX SYSTEM USED? (if yes, expiain briefly and

descrbe any hardware/software) o
i Yes o/lo/

. RECOMMENDED RETENTION

-
(-]

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

DGS 550-4 (Revised 1/93)
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INSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION-

SCHEDULE (DGS 550-1} 7275 WATERLOO ROAD 77?'
4 P.0. BOX 275 - JESSUP. MARYLAND 20794 Page A of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION - Records Sarles - A group of related records normally filed and used as a unit for méence as well as retention and disposiion purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

B el s /7R 1S

6. RECORD. SERIES DESCRIPTION ( Bri(iﬂ—y—dfr‘lbe the types of in{ormalion‘/documenlsllorms found in the Series. Include the purposﬂuon of the Sc::nes)
oA CorIpS]s af 2 Aol 12T s AOPTES ) St o
el WETEe v o T T - Ao ks -
=X 797’3{3/ = L /,/4745/&/5 ~C /"//77//22/924 W //@4//7/;‘72%)
feporTs Cortéeprrde //uc,e// Orfey=T5 o~

/yf/@%ﬁ%oée/’ ET8,

7. RECORD SERIES FORMAT(S) . 8. RECORD SERIES SEQUENCE 9. VOLUME
a File Drawer(s)
O Letter Size . 0 Mictofilm O Alphabetical O Microfim Reel (s)

/ o f‘“ﬁ"e’ Tape { - " !
gal Size a Computer Tace G Numerical -Other (Specify
Chronolog:cal i Number @7/ 45’?/‘

Q Audio Tape a Video Tape Geographicat 10. ANNUAL ACCUMULATION

. a File Drawer (s)
’ Other {Spectiy) O Microfilm Reel (s)
a Computer Tape(s)
g Other (Speciy)

QO Bound Book O Floppy Disk

a

[w]

a Other (Specify)

n]

Number

11. FILE IS USED

Py

2. FILE BECOMES INACTIVE AFTER

o] Dally 0O Weekly a  Monthly o Month(s) 8] Year(s)
Number

-
bl

13. CURRENT LOCATION(S) (Bldg., Floor, Room}) IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
; = o VYes o No

15. ACCESSRESTRICTIONS (if yes. cite faw(s) & regulation(s)

-y

6. AUDIT REQUIREMENTS

Yes g No a  None a Slate O Federal a Independent

17. 1S AN INDEX SYSTEM USED? (lf yes, expiam brefly and | 18. RECOMMENDED RETENTION ﬁg@ D /% ~
describe any hardware/software) }
a Yes . B/;O/ /0 y /ZS' M MJV

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE )

/e 7/ /7595

DGS 550-4 (Revised 1/93)




[NSTRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION - ‘RECORDS MANAGEMENT DIVISION
SCHEDULE {DGS 550-1)

7275 WATERLOO ROAD L ﬁ ;
gr P.O. BOX 275 - JESSUP. MARYLAND 20794 ™ Page ” o __+

PrEY

Y B T B
1. DEPARTMENTIAGENCY "2 DIVISION i 3. UNIT

FheT Lo ez e | - TN e

N
DEFINITION - Records Serles - A group of related records normally, filed and used as _a unit for ra(ence as well as retention and disposition purposes.

e
- -

4. RECORD SERIES TITLE O “?‘3\. T aitine o 87| 5 EARLIEST YEAR J LATETEST YEAR

VAN //// /7R LTES

6. RECORD SERIES DESCRIPTION { Bneﬂy describe the types of information/documentsfforms found in the Series. Inciude the purpose or function of the Seres)

oo Corisisrs /)/f/ SAine wr T A A)P/é\'f/" UM XS
/méz 7> DA o VRS J/g////a/c) - A< /"—‘zr’/‘//é -

7?%@/ = L irnzen) s fC /‘//77//4'//;"4 Sy »5//7//‘7——
/?277?/"'/ Ct/rf/éfﬁw/woe// é)/'/(.,f\“/p E/"//@"\

/@9/0%,%056 - ET5 |
T e

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
‘ ) O File Orawer(s)
O Letler Size . a Microfim Qa Alphabetical ) o Microfilm Reet {s)

oo o Sled T
gal Size o Compuler fzce G Numencal 2 ~Cther (Specily ' p
Chronological Number 6{7/ 45’7/‘

O Bound Book " O Floppy Disk o
Q Audio Tape O Video Tace T Geographicat 10. ANNUAL ACCUMULATION
O File Drawer (s)
O Other (Speciy) a Other {Speciiy) O Microfilm Reel (s)
O Computer Tape(s)
O Other {Specify)
Number
11. FILE IS USED 12, FILE BECOMES INACTIVE AFTER
a Daily o  Weekly a  Monthly ] Month(s) o Year(s)
Number :
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

m ﬂﬂé;./@ O VYes . o No

15. ACCESS ESTRICTIO{S (If yes. cite faw(s} & regulation(s) 16. AUDIT REQUIREMENTS

Yes a No G None a State o Federal O Independent

17. IS AN INDEX SYSTEM USED? (If yes, expiam briefly and 18. RECOMMENDED RETENTION
describe any hardware/software)

O Yes ' Mo

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

V77 g/ a2

DGS 550-4 {Revised 1/93)
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INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORbS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION .
SCHEDULE (DGS 550-1)

/ 7275 WATERLOO ROAD g
. / P.O. BOX 275 - JESSUP. MARYLAND 20794 Page 2 2 o _____

L. . -

1. DEPARTMENT/AGENCY . 2. DIVISION 3. UNIT

erd Co . TS ST 2 e o

DEFINITION - Records Series - A group of related records normally filed and used as a unit for refefence as well as retention and disposition purposes,

4. RECORD SERIES TITLE Wﬁ/M’/ Wﬁ-@e E()meﬁ 5. EARLIEST YEAR / LATETEST YEAR
7 17T A25

LN
\‘ .

6. RECORD SERIES DESCRIPTION ( Briefly descrbe the lypes of information/documentsfforms found in the Series. [nclude the purpose or {uncncn ot th Seres fpl@‘

ol Cor2orSTs of=2 feogir oD, % o5 W/

N ‘ /‘: N _‘: e
s hree ﬁ/‘c}/ce/‘é I peesy CA TR e

.

//74,/0¢ OV /(//)7_t ca &p» Cp/t//%/éﬁ/a@zf:g
[}?7/7/@/4/7 ﬂj’i %/’/Dﬁé)fs/n/ //Z)/O 7
%/\777\" /éﬁ/ﬂﬁ/‘ /\‘5 iy //f% R / //A/a;/"

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME

I

O Fie Drawer(s)
Letter Si < Microfiim Q Alphabelical . 0O Microfim Reef (<1

Legal Size a Computer Tace G Numerical fther (Spe: .'/) ~{P

B Cior ép)(

O Bound Book O Floppy Disk O Chronologcal Number / C/

o Audio Tape O Video Tage : Zyphxcal 10. ANNUAL ACCUMULATION

_ O File Drawer {s)
a Other (Specify) __ Other (Specnv,///l/&

O Microfilm Ree! (s}
0O Comgputer Tape!s)
Q Other (Specify)

Number
11. FILE IS USED - 12. FILE BECOMES INACTIVE AFTER
0 Daiy O Weekly O Monthly a  Month(s) o Year(s)
Number
13. CURRENT LOCATION(S) (Bidg.. Floor, Room} 14. 1S RECORD SER!ES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

e ferrre /| -

15. ACCESS RESTRICTIONS (If yes. cile law(s) & regufation(s) 16. AUDIT REQUIREMENTS

0 Yes ) No a  None a State O Federal g Independent

17. IS AN INDEX SYSTEM USED? {if yes, expiam briefly and 18. RECOMMENDED RETENTIONW?—/M f = o 3)//‘” /%QDCL

descrbe any hardware/software) D/.««‘-' WW /ﬁ/%/ %/Z‘ ///&/{/@()Z ;
O Yes No
P A S %M ) péﬁ—s//v
19. NAME AND TITLE OF PREPARER .. 20. TELEPHONE NUMBER 21. DATE

e #1755

DGS 5§50-4 (Revised 1/93)
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[NSTRUCTIONS - TYPE OR PRINT A SEPARATE FOhM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550-1}

-

RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

e

DEPARTMENT OF GENERAL SERVICES ‘

AGENCY RECORDS INVENTGRY ‘
R _

- —

Page 2 i of

1. DEPARTMENT/AGENCY

yerd Co.

2. DIVISION

s ST o

3. UNIT 7

DEFINITION - Records Series - A group of related records normally filed and used as a unit for rafefence as

well as retention and disposition purposes.

4. RECORD SERIES TITLE wﬁ/@ pﬁ'}?/_c,c—g afp/Céxf\‘S

5. EARLIEST YEAR / LATETEST YEAR

/T T 20 =

6. RECORD SERIES DESCRIPTION ( Briefly descrbe the lypes of inormation/documentsforms found in the Series. Include ihe purpose o unclicn of the Senies:
6/& 4});‘(25/;57'5—:9; - /q//&sg’é}— )%Wd//’ |
e s Sy s Lo TR e
7‘0//03/%55 IS J SRV eSSy CATES =
Lhiod LorTT e A Es ~ Cve COMPLSS [or =

Ji#s e 75/‘7%9 %//02&,%’/%70 ST s

ovi_a

(74

W

///6757?/&/19/“73 T2 pe.one }%)//cééy?f;

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME o
/ O Fie Drawer(s)
Lelter Si a Microfiim a Alphabetical a Microfilm Reel (s)
/ Sy&( Tace 1,7 . o, i
Legal Size 0 Compuler Tece S Numerical - 6.'. - fTher (Specdy)M 4
. 3 ; é,_ f— ' 3 ]
O Bound Book O Floppy Disk O Chionologrcal Number /25‘7’ é )<
O Audio Tape O Video Tape O Geogrgohical 10. ANNUAL ACCUMULATION
) a File Drawer (s)
o Other (Specify) Other (Specn’y;/m/& O Microfilm Reel (s!
' O Computer Tape(s)
a Other {Specily)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daiy O  Weekly 3 Monthly ] Month(s) ] Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
/— ) a Yes o No
%f//' < /
15. ACCESS RESTRICTIONS (If yes. cile law(s) & regdfation(s) 16. AUDIT REQUIREMENTS
a  Yes No o None o State O Federal a Independent
_ yi
17. 1S AN INDEX SYSTEM USED? ({If yes, axpiain bnefly and 18. RECOMMENDED RETENTION/??@-//‘?//(J (j 2/ \3)//‘6’ M
descnbe any hardware/software) T 4 R P T f i i P M
- TLL. A ST e /&I L
O Yes No ] ~ é‘( F » > . Lp . S
A —> P o ). zd=5 )
Vi el /7%5{) ==
7 7 74
19. NAME AND TITLE OF PREPARER 21. DATE

20. TELEPHONE NUMBER

e K 1555

OGS 550-4 (Revised 1/93)
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(NSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTGRY
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

Page _?&

of

1. DEPARTMENT/AGENCY

Jesg Co

M 4

t.,

2,

—— —

DIVISION 3. UNIT

OEFINITION - Records Serles - A group of related records normally filed and used as a unit for re(vence as

well as retention and disposition purposes.

s

4. RECORD SERIES TITLE%/OC// Cp/f\/m,dkﬂ(,;

5. EARLIEST YEAR / LATETEST YEAR

/P o Gu/‘fé/w/

728 5"7f

\

6. RECORD SERIES DESCRIPTION { Briefiy descnbe the types of mfcrmauonldocumems/forms found in the Series.

é/ /Jz%’/a JD/\ =) Ty e ~ £ //t/c/ex Cﬁ/czg
//’C; /4& /29.4) Wéfz)_j/%/
/f/é&&é?/e//ﬁ/“—s o cé)/_/’"

/ g//‘ﬂ/ <5"5 ,é/’///Ca///V 5‘“\5&/‘ /"%fzﬂdé/@:c
F 7 /7”“ Co}/ép/ﬂ'f ;/g)\‘ﬁ/&/f)f’/ = /”%J

Include ihe putpose or (uncucn of th

_ J
*;Q"/ud/e/aze f,——_z,,/ / //ép%s

ST Zerjes,

WY

7. RECORD SERIES FORMAT(S) 8, RECORO SERIES SEQUENCE 9. VOLUME % Mé/‘\
_3 ﬁ:p Fie Drawer{s}
elter Si Q Microfim O Alphabetical ®* O Microhlm Real (s) grer
/ ) O Computer Tace {s! "y
-2 Tegal Size O Computer Tzce S Numericat / a Cther (QD“"/) M{
! M_ JIE—, /Cg'l"?)(
O Bound Book O Floppy Disk G Chronological Number /%e:/
a Audic Tape a Video Tage 3 Geograshical 10. ANNUAL ACCUMULATION
‘//(7@ Q File Drawer (s}
a Other (Speciiy) p%r(ﬁpecn’y; / (e G Microfitm Reet (s)
O Computer Teoa(s)
QO Other (Specify)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER .
(o Daily g  Weekly a  Monthly a  Monih(s) a  Year(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
%’(/’i - g Yes o No
T/ [ o /e
15. ACCESS RESTRICTIONS (If yes. cile law(s} & regulation(s) 16. AUDIT REQUIREMENTS
a Yes a No a None a State O Federal O Independent
17. IS AN INDEX SYSTEM USED? ({If yes, axpian bnefly and 18. RECOMMENDED RETENTION
describe any hardware/software)
g Yes Ql/\o/
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE /

DGS 550-4 (Revised 1/93)
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INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTGORY
RECORDS MANAGEMENT DIVISION

7275 WATERLOG ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20734

Page }@

of

1. DEPARTMENT/AGENCY

ey Co.

2

. DIVISION

3. UNIT

-

DEFINITION - Racords Serles - A group of related records normally filed and used as a unit for reéﬂce as

well as retention and disposiion purposes.

4. RECORD SERIES TITLE ////{:«:,d, é’p/-?’é\’ywwﬂd; &

§. EARLIEST YEAR / LATETEST YEAR

(T2

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documents/forms found in the Series. Include the purpose or functien of the Series)

Tegptherre D) e ory e § SR CPES | Moo
%/%/C/ AT a0 e st 5%2{%/7*75 < /&Zﬂa@
A/gw/e/%/ c{/@d@mfr—;% %ff/@ks
M. sSiaie %aﬁd/ &S, G, Lo oo

Fro070 Co. Commpomsssypponr s 75 ol S e ey,

Microfilm

7. RECORD SERIES FORMAT(S)
Vyrsuz . a
-2 Legal Size a}

O Bound Book [a]

Computer Tege
Floppy Disk
O Audio Tape Q Video Tape

o Other (Specily)

e

v

WY

-
RECORD SERIES SEQUENCE 9. VOLUME /%/2_4)/“
O File Drawer(s) ——————Zl__ |-
O Alphabelical e a Microfilm Reel (s)
: a Computer Tace {s) , "
G Numerncal . -0 Cther {Spez:ly) M
ACitre 4,
O Chronglogical Number f%g "X
o Geographical 10. ANNUAL ACCUMULATION

O File Drawer (s}
0O Microfilm Reet (s)
O Comgputer Tape(s)
a Other (Specify)

" V@Specn’y, /‘/ﬂﬂ? é

K7 c

Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Q . Daily O  Weekly 3 Monthly a Month(s} [»] Year(s)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
a Yes . o No

15. ACCESS RESTRICTIONS (If yes. cite law(s) & reguiation(s)

O Yes o WNo

16.

AUDIT REQUIREMENTS

O None o State O Federal O Independent

20.

17. 1S AN INDEX-SYSTEM USED? (If yes, exoian bnefly and 18. RECOMMENDED RETENTION
describe any hardware/software) W
a  Yes W/Qo/ ; %[W_

19. NAME AND TITLE OF PREPARER TELEPHONE NUMBER 21. DATE

DGS 550-4 {Revised 1/93}




s somes, thoned 4777750 4270 forom 2
S lgpor 7 o= Ao Mok poncs SRR e
£



